OCEAN CITY
OFFICE OF THE FIRE MARSHAL
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. J/ 577

PAGE 1 OF 1

Agency

Ocean City

Division/Unit

Fire Marshal

ITEM
NO

DESCRIPTION

RETENTION

Inspection Reports 1968 - 1999

- contains: Drawings; correspondence. Case
history and action. Complaint Report. Smoke
Detector Certification Form. Fire Alarm Report;
Inspection Report; Supplemental Inspection
Report;

Drawings Building 1985 - 1995

- drawings of various buildings used to locate
Sprinkler Systems; Fire Alarms; Routes; HVAC
Systems; etc.

Subject Files 1994 to 1999

- contains: Hazardous Material Response;
Special Hazards . Correspondence; Yearly
Inspection Reports; Tickets/Summons.
Emergency Generators; Newspaper ltems;
Smoke Detectors. Incident Reports; Portable
Radio Inventory; Bonfires; Fireworks Permits;
etc.

Investigation Reports 1971 to 1999

- contains: Correspondence; District Court
Arrest Warrant, Police Report. Fire Activity
Report; Complaint Report; Investigation
Reports. Violation Notice; Photos; Court Cases
Pending, Civil/Criminal; Closed Arson Fires;
Explosives Investigations; Bomb Threats;
Vehicle Fires; Aviation Intelligence; Extremist
Groups. etc.

Screen annually, destroy material having no
further legal, administrative fiscal or
operational value.

Screen annually, destroy material having no
further legal, administrative fiscal or
operational value.

Screen annually, destroy material having no
further legal, administrative fiscal or
operational value. )

Retain for 10 Years, then destroy.

"APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE

SIGNATURE._ .~ D L)t —7
— ;

TYPENAME S.E. Villani, Jr.

TITLE

2/t9/00
7

Fire Marshal

DATE

SIGNATURE Qﬂajé. /W/

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

APR 1 1 a0

iy




* [NSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS $50-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION ]

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

. /
‘Page é- of i_

1. DEPARTMENT/AGENCY

22t/ Cs A

2. 0IIsSIoN

e MaySse|

3. UNIT

DEFINITION - Records Setjés - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

per i) S S

5. EARLIEST YEAR / LATETEST YEAR

/G50 (77
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Wﬁﬁfagkﬁﬁ
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6. RECOR(/SER!ES DESCRIPTION { Briefly describéxe types of information/cccumentsiforms icund in the Series. Include the purpose of function 3i the Sefies:

Cafzonls ; DE#W/A;(S/
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O TESsprpree
g dmp/ﬁz{,'cjf'

Lot o7 377 Foree Ay o2

7. RECORD SERIES FORMAT(S)
Letter Size ] Micro.‘ilm

O Legal Size O Computer Tapé.

O Bound Book C Floppy Disk

- O Audio Tape O Video Tepe

'D'Ofef/(specify) CDM%

3. VOLUME /
e Drawer(s)
O Microiilm Ree! s}

“Numbear

8. RECORD SERIES SEQUENCE
phabetical .
W

O . Chronological

=

D Computer Jaoe {3}
<Ther (Spscir’y)ﬁf’s

10. ANNUAL ACCUMULATIGN

g File Drawer (s}

G Microfilm Reel {s}.
o Computer Tape(s)
Q Other iSpecify)

G Geographicat

o Other (Specify)

Wrre FGpE T |

Numboer

‘1. FILEIS USED

ally -~ O Weekly o Monthly

-

2, FILE BECOMES INACTIVE AFTER ‘

o Month(s) c - Year(s)

Number

3. CURRENT LOCATION(S) (Bldg.. Floor, Room) /
Jx@r/%‘//-?z«zz oo

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? It yes. specify agency ot office)

5. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

o Yes O Ne

o Yes B 3 No
.
16. AUDIT REQUIREMENTS
a None a State o Federal Q Independent

7. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software) :

o Yes No

. 3. NAME AND TITLE OF PREPARER

18. RECOMMENDED RETE
Destroy material having no
further legal, administrative
fiscal or operational value.
20.

TELEPHONE NUMBER

5504 (Revised 193)




" INSTRUCTIONS - TYPE OR PRINT A SEPARATE EORM FOR EACH NEW
. REISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

/
Page % of Ay//

1. DEPARTMENT/AGENCY

BeEy Crt

2. DIVISION

3. UNIT

DEFINITION - Recordséries A group of related records normally filed and used as a unit for reference as

well 2s retention and disposition purposes.

4. RECORD SERIES TITLE K// // %
Drpums s

5. EARLIEST YEAR / LATETEST YEAR

7 s 2

6. RECORD SERIES DESGK(T PTION ( Briefly describe the types of informatiorvaccumentsiforms icund in the Serles Incluce the purpose or funcfion of the Szfies:
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7. RECORD SERIES FORMAT(S) »

a Letter Size O Microfilm

0 Legal Size o Combu(e! Tabe
O Bound Book 0O Floppy Disk

0 Audio Tape a Vldeo

mjzﬁfi 4 ﬁs

8. RECORD SERIES SEQUENCE
C Alphabetical
O Numerical

G Chronological

3, VOLUME
O File Draws(s]
O Microfiim Res! {s;

o Compys e
{ er (Spec cﬁ’ﬁs

Numbﬂr

=

=]

CGeographical

ther (Specify)

10. ANNUAL ACCUMULATION
O File Drawer is}
Qo Microfilm Reel {sj
O Computer Tzpe(s)
O Other iSpeciiy)

Number

i1. FILE IS USED ﬂﬁ‘ Aédd 12. FILE BECOMES INACTIVE AFTER

a Qaly - O Weekly G Monthy a  Month(s) a  Year(s)

. Numbert
:3. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency or cifice}
A1y el fFemr— a v a wo
. .

5. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

o Yes 0 No O None 0 State O Federal O Independent
:7. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETEN

describe any hardware/software)

Destroy material having no
O Yes O No further legal, administrative
— fiscal or operational value. ]

.9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

5504 {Revised 1/93)




! INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

| REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECOROS MANAGEMENT DIVISION

SCHEDULE (DGS 550-1) . 7275 WATERLOO ROAD . 67
' P.0. BOX 275 - JESSUP. MARYLAND 20794 - Page ~=  p—

1. DEPARTMENTIAGENCY 2. DIVISION : 3. UNIT

et s 2 Mk shwl/

DEFINITION - Records Sgfies - A group of related records normally filed and used as a unit for refarence as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR [ LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/decumentsiferms izund in the Series. Include the purpose or ‘unction 9f the Series:
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7. RECORD SE FORMAT(S} 7 8. RECORD SERIES SE CE - 9, VOLUME /
: a ] rile Drawer(s)
i Iphabeticzt

Letter Size a Microfim a Microfilm Ree! {sj
a Computer Teoe {5}

o Legal Size o 'Compul'e.' Tepe . ) O Numericzal _ ' C Other (Speciy) )
o Bound Book O Floppy Disk O . Chronalogical “Numbar
O Audio Tape O Video Tepe G Geographicai 10. ANNUAL ACCUMULATION

G File Drawer 1s;

G Microfilm Ree! (s}

O Computer Tzoe(s)

a Other {Speciiy) :

a Other (Specify) Q Cther (Specify)

Sk T/Cz;Z/

Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily a Weekly G Monthly - a  Month(s) c  Year(s)
. Number
‘3. CURRENT LOCATION(S) (Bldg.; HOW 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? iit yes. spacify agency cr cffice}
o ph e sl f s —
4%7 / ; ﬁp O Yes : ' I No
.

‘3. ACCESS RESTRICTIONS (If yes, cite taw(s) & regulation(s) 16. AUDIT REQUIREMENTS

O Yes : . O No o None a State Q  Federal O Independent
-7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENT: . .

describe any hardwarelsoftware) ’ : Destroy material l.la?'mg no

further legal, administrative

O Yes ' : O No ' Fiscal or operational value

-9. NAME AND TITLE OF PREPARER V } 20. TELEPHONE NUMBER ’ 21. DATE

5504 (Revised 1/93)




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
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DEFINITION - Records 34es A group of related records normally filed and used as a unit for reference as well 2s retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR
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7. RECORD SERMES FORMAT(S] 8. RECORD SERIES SEQUENCE - 9. VOLUME /
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S - 20,

o  Yes : S No

:5. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

O Yes : . o No O None o State o Federal O Independent

i7. IS AN INDEX SYSTEM USED? (! yes, explain briefly and 18. RECOMMENDED RETENTION

describe any hardwarelsoftware) /( 6@//1/ F e / 2 gﬁ/‘

19, NAME AND TITLE OF PREPARER A 20. TELEPHONE NUMBER - 21. DATE
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